
COGNOS Pending Reports Reference Guide 
Release Date: April 13, 2012  1 | P a g e  
 
 

 

 

  

COGNOS PENDING REPORTS 

REFERENCE GUIDE 
 

      

 

 

          



COGNOS Pending Reports Reference Guide 
Release Date: April 13, 2012  2 | P a g e  
 
 

Table of Contents 

Summary____________________________________________________________________________3 
1. Weekly Detailed Timely Pending Reports-Cognos________________________________________4 

A. Viewing and Printing the Detailed Timely Processing of Medical Applicant Determinations 

Report________________________________________________________________________4 

B. Running the Detailed Timely Processing of Medical Applicant Determinations – Adhoc Report 

_____________________________________________________________________________ 8 

C. Viewing and Printing the Detailed Timely Processing of Medical Applicant Redeterminations 

Report________________________________________________________________________8 

D. Running the Detailed Timely Processing of Medical Applicant Redeterminations – Adhoc 

Report________________________________________________________________________9   



COGNOS Pending Reports Reference Guide 
Release Date: April 13, 2012  3 | P a g e  
 
 

Summary 

The purpose of the Cognos Pending Reports Reference Guide is to provide County and Medical 

Assistance (MA) site staff a process on how to access, view and print the Detailed Timely Processing of 

Medical Applicant Determinations and Redeterminations Reports in Cognos.  

The document provides a step-by-step process to access the detailed pending reports in Cognos.  The 

reports should be used to process Initial and Redetermination pending applications assigned to the 

County and MA site. 

The Detailed Timely Processing of Medical Applicant Determinations and Redeterminations Reports 

allow eligibility site staff the ability to view cases by County Office, County Worker, number of days 

pending, number of days overdue and the pending reason.   

County and MA sites should use the information to ensure timely processing of pending medical 

applications and reduce the number of cases from exceeding processing guidelines. 
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1. Weekly Detailed Timely Pending Reports 

Every Monday, a designated County or Medical Assistance staff will follow the steps outlined in the 
Cognos Pending Reports Reference Guide to pull and print or save a copy of the weekly detailed 
pending reports, so the site can determine which cases need to be prioritized and worked on. 

A. Viewing and Printing the Detailed Timely Processing of Medical Applicant Determinations 
Report (the report runs weekly on Sunday) 

1. Click on “CBMS Cognos” 

 

2. Enter your CBMS Cognos user ID and password 
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3. Click on the “Application Reports” folder for Initial applications 

 

4. Click on “Detailed Timely Processing of Medical Applicant Determinations” 

 Report is available in PDF format 
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5. A list of new cases for all sites that are pending is created for the user to view 

 Report can be printed or saved 

 
Note: A negative number under the “Due in # of Days” column represents the number of days the program has exceeded processing 

guidelines (the program may also appear on the EPG report) 

6. Click on the printer icon to print the report or the floppy disk icon to save the file 

*** make sure to only print the cases belonging to your site*** 

 

B. Running the Detailed Timely Processing of Medical Applicant Determinations – Adhoc Report 

by site 

1. In the “Applications Report” folder, click on “Detailed Timely Processing of Medical 

Applicant Determinations – Ad hoc” 
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2. Complete the required fields on the Prompt Page and click Finish to run the report 

 

3. A report is created of all new pending cases currently assigned to the selected site 

 Report can be exported, saved and/or printed 

 

 

 

 

- Ad hoc 
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4. Click on the View in HTML format icon to view, export, save and/or print the report 

to PDF, XML, CSV or Excel format 

 
5. After selecting and clicking on the desired format, Cognos will run the selection 

criteria and prompt you to open or save the file 

 
6. Click on Open to view and print the report or Save to save a copy of the file in Excel  

7. If selecting the PDF format, Cognos will run the selection and display the results. The 

user can follow step number 6 on page 6 of this document to Save and or Print (the 

report displays all cases belonging to the site) 

C. Viewing and Printing the Detailed Timely Processing of Medical Applicant Redeterminations 
Report (the report runs on the 6th of every month) 

1. After logging into Cognos, click on the “RRR Reports” folder for Redetermination 
applications 
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2. Click on the blue double arrow to go to the next page 

 
3. Click on “Detailed Timely Processing of Medical Applicant Redeterminations”  

 Report is available in PDF format 

 
4. A list of redetermination pending cases for all sites is created for the user to view 

 Report can be printed or saved 

 

5. Click on the printer icon to print the report or the floppy disk icon to save the file 
*** make sure to only print the cases belonging to your site*** 

 

D. Running the Detailed Timely Processing of Medical Applicant Redeterminations – Adhoc 
Report by site 

1. In the” RRR Reports” folder, click on “Detailed Timely Processing of Medical 
Applicant Redeterminations - Ad hoc” 
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2. Complete the required fields on the Prompt Page and click Finish to run the report 

 
3. A report is created of all pending redetermination cases assigned to the selected site 

 Follow steps 4 – 7 on page 8 to view, export, save and/or print the report in 

PDF, XML, CSV or Excel  

 
 

For additional assistance contact the Exceeding Processing Guidelines (EPG) inbox at 

epg@hcpf.state.co.us 
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